Read me first.

Where to put the label conversion templates on your computer - Word 2002 or Word 2003
Close Word.

Before you try to put the templates into the Templates folder, double-click the My Computer icon on your desktop and on the menu bar click Tools/Folder Options. Select the View tab. Make sure "Show hidden files and folders IS selected and below that, uncheck Hide extensions for known file types. You will not be able to find the Application Data folder if show hidden files and folders is not selected.
Copy the 2 templates: 

· W2002 or W2003 Label Conversion.dot 
· Conversion Instructions W2002 or W2003.dot
Browse to the Templates folder.

In Windows XP the path to your Templates folder will likely be this:

My Computer\Local Disk (C:)\Documents and Settings\<your name>\Application Data\Microsoft\Templates. You may want to make a folder in the Templates folder for your label conversion templates. Store the 2 templates there.
Open Word 2002 or Word 2003, click File/New, go to the templates folder where you saved the conversion templates and open Conversion Instructions W2002.dot/W2003.dot. Print the instructions.

You may wish to save a copy of the instructions as a document. After you open the instructions click File/Save As, name your document and add your own notes. 

Read the instructions carefully. DO NOT try to go to File/New and start the WD2002/WD2003 Conversion template. You will be using it as an Add-In by carefully following Step 1 in the instructions.
If you have questions or problems feel free to email me:

Tonya Marshall

tonz@harborside.com
